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CEILING AND POSITION AUTHORIZATION

POREWORD

Trnis handbook 1s for the guidance of those concerned with
the development and administration of the Agency's manpower control
system of Staffing and Development Complements.

The variances in the structure of Caresr Services will require
the development of detalled internsl operating procedures to fit
their individual nseds., However, the use of this handbook to set the

frams of refersnce for the administration of the system will provide
an adequate base for maximm Agency uniformity.

Bagie policy of the manpowsr and organization system are set

forth in Regulation

Ceiling and Position Autherlzation.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Le Ko WHITE
Deputy Director
(Support)
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GRILING AND POBITION AUTHORIZATION
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IV. PREPABATION AND USE OF CAREER SERVICE

) W ammﬁWQl".ltiﬂﬂﬁﬂiﬁiﬂtbOQC!O
PROCESS] CAREER SERVICE
xmmmx wﬁ CHANGES 10

'IT!"' SEBERHIESGIRRS ISR

X m FEVIER GF POSTTION CONTROL TACISTRR..

&+ This Handbook outlines a new Agency manpower system, based on
the nmmber éz persormel regiired on duty for the satisfactory per-
forsmncs of the actual work burden at the time the requirement is
draamn. |
PEEPABATION OF THE PIANNING PAPER
8. Timing

When required or whan significant changes in Staffing Comple-
mant needs necessitate, Planning Papers covering proposed Staffing
Gomplements for work burden requirements will be prepared by
Operating Cfficials and processed for approval. After tha approval.
of an initial Planning Paper, if Staffing Complements are maintained
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in ;,. cwrrent status by interim processing of changes, an annual
submittal for complete coordinstion will not be reoquired. When
anrusl submissions are msds, they should be developed immediately
jreceding the submiasion of the opersting budget of the year involved.
If an ummal Pianning Paper is not required the current status of
the Staffing and Dsvelopment Complements, as of the time budget
suimissions are prepared, will be the basis for budget estimates.
b. PFormat - Flanning Paper

The Planning Paper will reflsct the organization structure
a4 the number of positions by occcupational title, grade, carser
designations and organigational distribution esiizmtc& to be isiui.;s:i
during the coming year asé eRte WM
for work burden positions. The total mumber of positions of a Career
Service that are plamned for on Planning Papers will nommally be less
than the Caresr Service Ceiling in order to provide an allowance for
use of the Development Complement. The following example illustrates

the formst of s Planning Paper:

EXAMPLE PLANKING PAPER
STAFFING COMPLEMENT wX® AREA DIVISION
+ Position Service
o dres " Grade Designation
() - G8-17 D
{1) G8-16 b
() GS-15 D
(1) 68-09 b3
(1) G8-15 D

Approved For Release 2002/11/tgpfapf-RDP80-01826R000800070019-1
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{1) Dep Branch Chief GB~Y4 b
{3) Section Chiefs 05-13 D
12 Intel Officers Gs-12 D
108 Intel Officers G8~11 D
Intel Officers GS-09 D
(&) Sscretary G8-06 bs
10% Clerk Stenc GS-05 D8
6 Olerk Typist G8-05 n3
4 Fiald Slaticn
1) Btation Chief G815 D
(1) 10 (r1) G8-14 D
(1) Ops Off (FP) G8-1, D
I ™ (*1) G8-13 B
20 Ops Off (PP) G8-13 D
(1) Flnance Off G8-12 8sF
2 10 (r1) G8-12 D
2 Ops Off (PP) GS-12 D
2% 10 {c1) G8-12 b
an o (r1) G811 )
(1) Ops Off (FP) GS-11 D
1 Supply Asst GS-09 8L
(1) Sseretary G$-07 s
k¥ Clerk Steno as-06 s
i Clerk Typist GS-05 DS
Total 085 Positions
SECREY

Approved For Release 2002/11/12 : CIA-RDP80-01826R000800070019-1




Approved For Rgl’_ease 20021112 : CIA-RDP80-01826R&0800070019-1

SBCRET
NB: Pesitien Categories above are indicated as Pfollows:
() Lim : the nuber contained therein indicates
the maximm number of such positions which msy be ocowpled at
any one tims, except for authorized overlap for job orientation

o , positions so in&ica.ted are proposed for
miltiple ocoupancy as needs dictate, with the current number
plarmed indlcated,

CAREER SERVICE CEILING

2. The staff cellings of a Career Service mpy be dispersed

| throughout various Offices and Deputy Directorstes of the Agency.

Por example, il a Pinance Officer in DB/P is resssigned to the
Bevelopment Complement of the Comptroller, ceiling is automati-
eally transferred with the employee and no formal adjustment in
eeiling is necessary.

An lustration of the dispersal ai‘ 8 Support Office is as follows:

Parent Offic 300
Farent Ofdies 50
m/r 50

an
B0/1 Component Stn.fﬂng mplnmnt 50
/S Component Staffing Complement | %

' 500

PREPARATION AND USE OF CAREER SEGVICE STAFFING AUTHORIZATION
8+ The Career Service Staffing Authorization will be developed
asch year by the Head of each Cpreer Service.
be The Office of Persomnel will furnish the Head of each Service
with the following:

SECRET
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1. Approved spaces by level for the Career Service {Includes
& allowsnce for ceiling positions in the Developmert

2. Listing of Career Designees by grade level.

3. Aversge stirition figures by grade.

4s Advies and guidance in the preparation of the Career
Bervige Authorizatlion.

¢+ The spproved Career Service Staffing Authorization serves

’
y

a8
i. A econtrol on the employes grade level for each Caresr
Service.

2, A definite framework within which competitive promotlons,
new hires, involuntary separations and resssignments may
be processed,

The following is & step by step procedure and illusirative chart
indiecating the method of developing a Career Service Staffing
Authorisation:
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Q)_ List number of Carser Service ceiling spaces by grads.

Compute listing cf eum}mivo muber of enployees

s %c: grade level and

After estimating probeble number of EOD's and separations in
&  new year, list pro,jaetod muber of on-duty persomel by sach

sradh

SiiCumulative) Compute listing of cumulative projected number of
1A y peraonml at emch grade level and above.

L) ¢ te number of promotions currently possible at sach grade
level. (1)(Cwmlative) adinus (2)(0&&&14’2&%?0

%‘100?@;& projected nuzber of tions possible at sach grade
1){Cuamlative) minus (3)(Cumilative

tf’m- congideration has been given at this pelnt to probeble smount
amﬁﬁtiwml e?ansi n or contrsction and aﬁtimted number of

A_hirﬁ ggﬁl:ra ions for the projected year {(a Carser Service
responsi y) the fallwing steps are taken:

List number of pmmtiana authoriged by Career Service Boards
the projected year at each grade level.

i%% s listing of the number of personnel to be authoriged
Wiena at each grade level, {Add figures st each grade
in (3) to rigma igt(zg.szh grade in (6) and subtract the mum at the

T Gumplgtive) Compute listing of cumilative number of personnel
ot sach grade level and above to be authoriged during the projected
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¥ PROCESSING FLAMNING PAPERS, CARBER SERVICE STAFFING AUTHORIZATIONS AND
CHANGES TO STAVFING COMPLEMENTS

8o All Planning Paper requests for Staffing Complements and changes therasto
will be supportedl hy such statements as Justification, worklead or work measure-
mant data, organizational charts, statements of functions, s tatements of basic
related procedures and position descriptions as are necessary for review and
agtion on the proposals, and & certification as to the availability of funds %o
finance the proposal.
Be Requests will be submitied by the Deputy Director or delegetsd Operating
Official concerned, to the Chief, Management 8tarf, in quedruplicate, The
Chiaf, Manegewent Stalf will coordinate such reguests with the Director of
Parsornel, the Comptroller and with othar Agency components concerned, Come
ments recolved will be reviewed by the Chief, Mensgemont Staff and forwarded
with final c onsolidsted reconmendations to the Deputy Director (Swpport) for
appreval or other sction.
¢s Sinffing Complements approved by the Deputy Director (Support) shall be
forwarded to the Director of Persomnel for dissemination. Notification of
approvals shall be made on Form No. 261 or tabulating machine listings which
will serve as immediate authorization for the encumbrence of the positions,
/7/ adl ﬁmm Cerear Service Staffing Authorizations developed by the Head of the
Career Service will be approved by the responsible Deputy Director prior to
submission to the Deputy Dirsctor (Support) through the Directer of Persormel.
#e Requests for reclassification of positions, regrading, and changes affect~
ing incumbency limitations of Limdted Positions, shall be subrdtted by the
Deputy Dirsctor or delegated Operating Official concerned to the Office of

SECRER
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Persormele The Office of Persemnel, in addition to normal position evaluation

and wage determination will:

4, Insure that coordination has been effected with the Heada of
Oarsar Services as appropriate.

2., Coordinate the request with Comptroller, prior to approval,
if significant budgetary conslderations are involved, Minor
ghanges will be reviewed by the Comptroller through post
sudit of Forms No. 261,

¥I, THE STAFFING COMPLEMANT
2s The approved Planning Peper for an organization becomes the Staffing
Complement to accommodate assigned personnol, The nuwbsrs indicated for the
flsxible positions are dropped and there is no limit to the numbar of occu-
pants who may be assigned as tong 28 1tds within the Staffing Authorization
of the responsible Career Service and in aecordance with operating require-
ments and budgeted funds.
be The Planning Peper identifiss Career Service rasponsibllity for staffing
sach position on organizationsl Staffing Complements, thus forming a basis for
allocation of Ceiling to each Career Service.
8+ All personnel officlally assigned to an organization in & work Man
gtatus will be 'migmad to a Staffing Complement position.
d, Transfers in and out of the Btaffing Complement and reassignments within
$he Staffing Complement will be by formal personnel actions.

BECRBT
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VII, COMPUTATION OF DEVELOPMENT COMPLEMINT SPACES
%, The planned number of spaces for the Development Complement of a specific

7/ Career Service will be computed by subtracting the number of the Career Sexvice

ét

pesitions authorized on all Flanning Pspers from the Career ServiecCailing,
bs Distribution of spaces will be made in grades GS-7 through G813 as follows:
1. Compute the percentage of authorized Caraer Service paaiﬁans
ol esch grade level GS~7 through G313, to the total positions,
(approved Flamning Paper positionas designated to the Career
Service) 0S-7 through GS-13.
2, Compute the number of Development Complement spacee for each
grade level, 08-7 through (8«13, by multiplying the planned
maber of spsces for the Development Complement by the percentages
somputed in step 1.
Qs ,Mé. results of computation in step 2. to total Career Service plamed posi-
tions at sach appropriate level (S-7 through 8-13. This is the total Career
Service speces by level,
ds The following chart illustrates the method of computing Development Comple-
ment spaces,
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VIII, USE OF DEVELOPMENT COMPLEMENT
& Transfers in and out of the Development Complement will be by formal
persormel actions. Changes in status Hithin the Development Complement will
be reported to the Director of Personnel by use of the SF-1152 procedures.
Sample coples of such actions are illustrated in the back of this Handbook,
‘1s Counted within Staff Ceiling
(a) Appointecs
Rew employess whose initial orientation snd treining
will exceed thirty (30) calendar days from their EOD
date,
(v) Cogusls
(1) Returnees who are in transit from one PCS assignment
b0 ancther, and who are held at Headquarters for thirty
(30) days or more for comsultation, medical examinations,
and other processing,
{2) Overseas Assigness who, for the purpose of processing

or on the Job orisntation, ceass to funmction in their Pro=
sent Headquarters Staffing Complerment poaitions

Extended Training - rna

Individuals assigned to a Staffing Complement who are

(o)

selected 0 engage in full time training in an Agency fapi-
11ty for continuous perieds exceeding thirty (30) daya,

(4) Bolds
Individuals whose immediste assignment to a Staffing Comple-
ment have not been determined, This status may have resulted
from unpredicted termination of esgigrments, or unpredicted

Approved For Release 2002/1188:rOFA-RDP80-01826R000800070019-1
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shanges in positions for which they were destimﬁ.
{s) Detailad Service
Individuals formally detalled outeide the Aseney
for periods in excess of thirty {30) days.
(£) Extended training - extornal
Individuals assigned to a Steffing Complement who
sre selected Yo engage in full time training in &

non~0IA facility for continuous periods exceeding
thirty (30) days.

{g) Qther
This category will include those lndividuals not
properly chargeable to a Btaffing Complement bub
whose status does not clearly fall within the status
of thoss indicated abova, One example is an individual
proceszing for retirvement when 1t is ovident the
processing time exceed thirty {30) days.

2, MNot Counted within Biaff Ceiling
{(a) Leave Without Pay (IWOP)

Individuals who have been placed in LWOP status, by

official persormsl action, for @ period in excess of
thitty (30) daye.
b, Timing of assignment and resssigmment actions will normally be as follows:
1. New eppointess, if in the Development Complement, will be
trensferred to the Staffing Complement as of the begimning

BECRET '
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of the rext pay period following the date the individusls

begin processing for their assigned positions.

2. Returnses from overseas, whether they are to be assigned to
& Houdquarters Staffing Complement, another overscas station
8teffing Complement, or temporarily to the Development Complee
ment, Will be transferred from their former oversess Staffing
Complement assignment at mthe‘%:mletion of any authorized

interin iﬁ&?@a

3+ Persomnel sssigned to overseas Staffing Complements from
Bsadquarters Staffing or Develepment Complements, with no
wxtensive training involved, will nor;zally be transferred as
ef the beglming of the last pay period prior to actual

departure.
IX, BUDGETARY AND ACCOUNTING FROCEDURES
8 Prineiples and procedures now used will not be affected by

this aystem.

Budget submissions will be compiled on an organizational bagis, The various

Career Service Staffing Authorizations will gServe as & refinemsnt and outside

limit to the approved grade structure,

be Each operating official whe is also the Head of a Career Service will have

%o include allowance for his Devaelopment Complement in the submission of a

budget sstimate fo;b his orgenization,

os Individuals assigned to a Development Complement will be charged to an
rlate allobment account of the organization wnder the conbrel of the Head

ef the Carger Service,
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X, PFERIODIC REVIEW OF PUSITION CONVROL RRGISTER
The pericdic machine listings of the Position Control Register, together
with the Development Complement Incumbency iisﬁinga will be reviewed by the
Menagement Staff, the Office of Personnel, the Comptroller, and Hoads of Career
Bervices for the fellowing: |
i, Menagement Staff . |

() Status and trends If the utilization of Flexible and
fupplementary Positions and the impact of thelr use
en the orgenization, structure and functions.

(b) Murpower utilization,

2, Office of Fersomel

{a) Status and trends in the utilisation of Flexible
Pesitions,

(») Adhersnce to sstablished principles for the use of ihs
Development Complement including time limitations on
sssignments, appropriateness of use of the Complement
and the status of MHold" and other problem caséa. |

(a) Budgstary trends reflescted by changes in the position
eantrol reglster,

{b) Status and trends of dollar costs represented by
ssalgnments to the Development Complements.

ke Heads of Career Services
Assuring the proper assignment of their Service Designess to

8tafiing and Development Complementse
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